DEPARTMENT
OF

JOB OPPORTUNITY
DEPARTMENT OF CORRECTIONS CORRECTIONg
WHITTLESEY ROAD

P.O. BOX 863
TRENTON, NJ 08625

*AMENDED*

THISPOSTING ISONLY OPEN TO THE FOLLOWING:

1 current Department of Corrections employees wh@armanent in a
competitive title, or a Civil Service Conssion-approved non-
competitive title, as a promotional or tatepportunity, subject to
current promotional and hiring restrictions

Issue Date: October 14, 2016

[XI Employees who are permanent in a competitile tir a Civil Service ) )
Commission-approved non-competitive tiélg.a promotional or lateral  Posting No.: 328-16
opportunity, subject to current promotioaall hiring restrictions

[ ] Interested individuals who meet the stated reqLerdm

TITLE: Secretarial Assistant 3, Non-Steapgic SALARY:  $39,457.23 - $55,413.51

LOCATION: Central OfficeQffice of County Services— Trenton, NJ

JOB DESCRIPTION: May be assigned as a secretary to Assistant Diviicectors, Bureau Chiefs, or their organizational
equivalents; does other related duties.

REQUIREMENTS
EXPERIENCE: Three (3) years of experience in secretarial amdirgidtrative clerical work.

NOTE: Successful completion of a clerical training pragravith a minimum of*700 classroom training hours B0
semester hour credits in secretarial science fromcaredited college or university may be substitifor one (1) year of the
experience indicated above. Course work must dectyping skills, methods, and procedures; otharsas may include, but
not be limited to, office procedures, word procegsand business English.

LICENSE: Appointees will be required to possess a driviiciense valid in New Jersey only if the operatidraosehicle,
rather than employee mobility, is necessary togoerfessential duties of the position.

PLEASE INCLUDE RESUME *AND COPY OF TRANSCRIPTS IF APPLICABLE (UNOFFICIAL
COPIES ARE ACCEPTABLE) IN YOUR RESPONSE. POSTING TITLE AND NUMBER MUST BE
INCLUDED IN THE SUBJECT LINE OF YOUR E-MAIL. ALL ATTACHMENTSMUST BE SENT IN
PDE OR WORD FORMAT ONLY. ADDITIONALLY, YOU MUST PROVIDE YOUR E-MAIL
ADDRESS. TO BE CONSIDERED, RESPONSES MUST BE POSTMARKED NO LATER THAN
OCTOBER 28, 2016.

Forward Response To: Civilian Recruitment — Office of Human Resources
Central Office Regional Personnel Services, Re§ion
P.O. Box 863
Trenton, NJ 08625-0863

Emailed resumesareto be
sent only to: Civilian.Recr uitment@doc.nj.gov

The New Jersey Department of Correctionsis an Equal Opportunity Employer



